Gampa Veera Siva Sankara Rao
PH NO:- 8639922021
Mail:- sivaalphosoft@gmail.com
	PROFESSIONAL EXPERIENCE



Dedicated HR and Recruitment Specialist with 6+ years of experience in Sr. Technical Recruiter,
employee engagement, and organizational development. Possessing a strong background in
Sr. Technical Recruiter (4 years) and HR Admin & HR Assistant (2 years).
               
 Sr. Technical Recruiter                                                                                      26.04 2021 to Till Date.     
 Alphosoft IT Private Limited (Hyderabad, TS)
                                                                                                                                                    

Roles & Responsibilities: 

· Experienced with full cycle of staffing services, such as finding candidates through different sourcing techniques, Screening of resumes, interviews, salary negotiation, and working closely with Account managers.
· Filtered through and reviewed completed candidate profile/resume and evaluated applicants work history, education and training, job skills, desired salary/hourly rate, and personal qualifications against open requirements.
· Made initial contacts, scheduled and conducted initial interview, met each in-person, reference checked and submitted for the matching position.
· Good working experience in working on job boards like Dice, Monster, Tech Fetch etc.
· Sourcing of the resumes and short-listing candidates for the requirements.
· Interviewing H1B/GC/US Citizen consultants for various requirements according to the Client request. 
· Working independently with limited direction and meeting targets.
· Recruited for permanent, full-time contract and contract to hire opportunities.
· Following up regularly with candidates and customers to maintain relationships to build knowledge of needs and opportunities. 
· Negotiated salaries and hourly rates, extended offers of employment
· Expert in using internet recruiting tools viz. Monster, Dice, Tech Fetch, Career Builder, Google search engine etc.
· Preparing and maintaining daily / weekly reports for personal and management reference.
· Achieving successful target assigned every month
· Managing the complete recruitment life cycle, including initial assessments, interviews and offers. 
· Planning human resource requirements in consultation with functional & operational 
 Heads and conducting selection interviews. 
· Organizing the interview panels, supervising the interview schedules, and managing 
background check. 
·  Conducting telephone and Personal interviews in coordination with department heads.
·  Providing a comprehensive HR support service to work colleagues, employees, and the company.
·  Implementing HR policies. 
· Determining the HR department’s requirements. 
·  Writing monthly reports for the senior managers of any issues of concern. 
·  Collecting, sorting, and distributing any incoming job applications.
· Managed the recruitment process from the bulk hiring of new agents for insurance sales to training and team allocation.
· Good Knowledge of Tax Terms C2C, W2, 1099.
· Get the updated resume from consultant and fetch the best requirements from job portals, prime vendors, and other networking sites.
· Send a Hot list of my consultants to my Vendors List and call them to check with them on the requirements they are working on.
· Speaking with the recruiters regarding the rate and getting the best as suggested by management.
· Negotiating rates with vendors & managing long-term relations with them.
· Maintain daily & weekly status lists of all activities through MS Excel.
· Set up interviews and close candidates for various positions.
Maintained track progress of each submittal during the process.

HR Admin & HR Assistant                                                                      06.09 2019 to 05.04 2021
[bookmark: _Hlk196234754]Synergene Active Ingredients Pvt Ltd, U-II (Visakhapatnam)

COMPETENCIES:
· [bookmark: _Hlk196234778]Proficiency in Manpower management and Recruitment process entailing resume, Generation, screening and short-listing with appropriate compensation.
· [bookmark: _Hlk196234794]Maintaining employee personnel files.
· [bookmark: _Hlk196234804]Developing employment related records.
· [bookmark: _Hlk196234826]Coordinating holiday and sick pay.
· Following up all human resource calendar activities.
· Directing and implementing training programs.
· Arranging Safety Classes with New Joining Employees.
· Scheduling of selection process.
· Conducting Interview process.
· Taking care of joining formalities of new employees.
· Issuing probation, promotion and confirmation letters.
· Preparation of training calendar for newly recruited employees.

HR-PAY-ROLL MANAGEMENT:

· PF, ESI, Gratuity, bonus, professional tax, F&F, Exit Interview Procedure.
· Managing the recruitment life cycle for sourcing the best talent from diverse sources after Identification of manpower requirements for new/Existing departments.
· Executing the entire gamut of tasks in recruitment encompassing sourcing, screening, Selection and appoint, etc.

· Coordinating with employee referrals, manpower consultants, and Job portals, Preparation of final list.
· Send call letters to the short-listed candidates and organize the interviews.
· Involving selection process to the related department head and other cross functional team members.
· Accomplish the selection process and release the offer letter to the selected candidates.

HR-ADMIN MANAGEMENT:

· Recruitment and placement of employees.
· Joining formalities of the new employees, Induction of employees.
· Generating code and issuing ID cards.
· Generating MIS reports, Completing joining formalities.
· Bank correspondence to open salary accounts.
· Preparing data to reimburse the medical bills on pre-Employment Health Checkup etc.

ADMINISTRATION:

· Looking after welfare activities like, Water, Snacks, Transportation of employees.
· Canteen management.
· Organizing for Planning and conducting events/functions/Meetings.
· Supporting QA & Safety departments during training sessions and at the time of annual health checkups.
· Looking after employee safety while plant rounds.
· Supporting to the team members whenever they require.

Payroll:

· Accomplishing & processing attendance in attendance system.
· Updating leave records, permission slips etc.
· Preparation of monthly attendance & salary statements.
· Ensuring adherence to the statutory compliance with respect to factories, ESI, PF, gratuity, and Bonus
· Keeping track of Appraisals and increments of the employees.
· Adding new employee data in SAP and generating the employee ID.
· Pay sheet generating.


 SKILLS

· Relationship Management
· HR Operations Management
· Good communication skills
· Hard work
· MS OFFICE
· OUTLOOK
· Employee Relations
· End-to-End Recruitment Cycle
· Interviewing & Candidate Assessment




 EDUCATION SETAILS:

SSC from State Board of Secondary Education, Andhra Pradesh in the year 2008-2009.

Intermediate from State Board of Intermediate Education, Andhra Pradesh in the year 2009-2011.

Bachelors in computer science & engineering from Sri Sarathi Institute of Engineering & Technology          in 2011 to 2015.  
      
 Master of Business Administration (MBA) from Satya Institute of Management Studies - [SIMS] 
 in 2017 to 2019.


PERSONAL DETAILS:
· Name                             : Gampa Veera Siva Sankara Rao
· Father’s Name	      :  Gampa Veera Kasulu
· Marital status                :  Married
· Date of Birth    	       : 26/05/1993
· Language Known          : English and Telugu
· Nationality                     : Indian


	DECLARATION



I hereby declare that the details given above are true to the best of my knowledge.

Place:                                                                                                                               G.V.S.Sankara Rao
Date:				 		                               			 (Signature)


